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Preface 

Welcome to the 2009-2010 Students for Development (SFD) program. This year, 164 Canadian university students have the unique opportunity to put their commitment to sustainable development into practice. 

The Handbook for Universities is designed to help you ensure that your institution and your student fulfill the requirements of the SFD 2009-2010 program. Your intern has been provided with a copy of the Handbook for Interns which describes in great detail the roles and responsibilities that the intern must fulfill as part of this internship. 

All documentation related to the SFD 2009-2010 program, including the Handbook for Universities, the Handbook for Interns, related forms and appendices are available on the AUCC website at 
www.aucc.ca/programs/intprograms/sfd/sfd_2009_e.html.
Should you have any questions or concerns, please contact Claire Millington, Manager, International Initiatives and Exchanges at AUCC by email at sfd@aucc.ca or telephone at (613) 563-3961 ext 303.

Section 1. Program Overview

Funded by the Canadian International Development Agency (CIDA) and managed by the Association of Universities and Colleges of Canada (AUCC), the Students for Development program mobilizes Canadian university students to work alongside developing country partner organizations active in the promotion of good governance, health and environmental sustainability. 

Section 2.  Responsibilities of participating universities 
This section outlines your responsibilities before, during and after the internship. 
2.1 General responsibilities 

Universities are responsible for: 
a) Ensuring that overall planning, management, implementation, monitoring and reporting of all aspects of the internship are provided;

b) Ensuring that the internship, implemented in collaboration with the developing country partner(s), lasts at least three (3) months and is in accordance with the initial internship work plan outlined in the application form; 

c) Reviewing progress on the implementation of the internship against the expected activities and results outlined in the initial internship work plan;
d) Informing AUCC, in writing and in advance, of any major modifications made to the internship while respecting the broad parameters and requirements of an internship as laid out in the program guidelines;

e)  Informing  AUCC of any exceptional activities or challenges which may affect the progress of the implementation of the internship;

f)     Working with the student to organize a public engagement activity after the internship; 

g)    Ensuring that the student receives mentoring during the internship and appropriate academic credit(s) upon the successful completion of the internship;
Financial responsibilities 

h) Submitting a financial report to AUCC and retaining all original supporting documentation to illustrate how the CIDA contribution towards the university’s administrative and public engagement costs (up to $2,000) was disbursed;

i)    Making an in-kind contribution of at least 27% (i.e. $2,700 for a $10,000 CIDA contribution) and retaining all original supporting documentation to illustrate how it was reached (see Section 2.2.1);
Reporting responsibilities
j)    Submitting the questionnaire in accordance with agreed content requirements and deadlines (see Section 2.4.4);
Liaising with AUCC and CIDA 

k) Liaising and collaborating with AUCC;
l)   Participating in AUCC and CIDA-led program evaluations; and 
m)   Allowing CIDA designated personnel full access to all areas of the internship for purposes of monitoring and auditing.
2.2  Pre-departure responsibilities of the university 
2.2.1 CIDA contribution and universities’ in-kind contribution 
In addition to contributing up to $8,000 towards the intern’s expenses, CIDA contributes up to $2,000 per internship to cover your university’s management costs (i.e. administrative and public engagement costs). In order to receive this payment, participating universities must provide AUCC with a financial report detailing how the $2,000 CIDA contribution was spent during the internship. Universities are not required to submit supporting documentation, but are required to keep it their files for three (3) years and make it available to AUCC in case of an audit. 
Moreover, universities must provide an in-kind contribution. This in-kind contribution must represent at least 27% of the total CIDA contribution (i.e. $2,700 for a $10,000 CIDA contribution). Although universities do not need to provide supporting documentation to AUCC to illustrate how the 27% in-kind contribution was met, they must keep all their supporting documentation for a period of three (3) years. 
2.2.2 CIDA contribution to the student 
To implement an SFD internship, your student receives a maximum of $8,000 to cover eligible expenses. $7,000 of these funds will be advanced to the student prior to departure. Any remaining balance (up to $1,000) will be issued upon submission of a satisfactory financial report and questionnaire.

Your student must spend at least 3 months (90 days) in the country of internship in order to qualify for the maximum $8,000 CIDA contribution. Should your student be unable to spend 90 days abroad, AUCC must be informed as soon as possible. AUCC may adjust the student’s CIDA contribution accordingly. 

Once AUCC receives the Pre-departure form for institutions and students, a $7,000 cheque will be issued in the student’s name and sent to the ILO’s office.  Please contact your student once you receive the cheque.  See Sections 2.2.4 – 2.2.6 for more details.
All conditions above are clearly outlined in the Handbook for Interns.  
2.2.3 Pre-departure training 
Of primary concern to AUCC and CIDA is the student’s personal security throughout the internship. Well before departure, the student must receive a thorough pre-departure training that addresses the risks and responsibilities associated with working in a developing country.  
In preparing your student for his/her experience abroad, you may choose to use the services of the Centre for Intercultural Learning (CIL), a federal government resource offering pre-departure and intercultural effectiveness courses to those going abroad. This course covers themes such as: strategies to improve cross-cultural communication; professional and social behavior; country context and its impact on professional and personal objectives; stages of adaptation and for managing the stress of culture shock; health and safety, etc. 

The CIL pre-departure training is free of charge for SFD interns. CIL will also cover travel and accommodation expenses in the event that your student needs to go to another city to receive the training.  

Should the student choose to attend CIL’s pre-departure orientation, they can register directly with CIL by visiting www.intercultures.ca. They will locate the online registration form by clicking on ‘Courses & Workshops’ then ‘Pre-departure’. The student must contact CIL immediately if no scheduled sessions meet their needs. The student must use the following information to complete their registration form:

1) Project title: Students for Development 

2) CIDA Project Number:  A-033624

3) Name of the university: 

4) University contact name, phone number and e-mail: 

5) Student’s e-mail address:

For more information about CIL, please visit www.international.gc.ca/cfsi-icse/cil-cai/index-eng.asp.
Should your institution choose to provide an in-house pre-departure orientation to the student, it is imperative that you cover all aspects related to personal security, local context, health, emergency preparedness, as well as cross-cultural issues. The Pre-departure orientation package (see Section 4) prepared by AUCC with input from experts in the university community contains a list of topics that must be covered during the pre-departure orientation. 
2.2.4  Pre-departure form for institutions and students
Before travelling abroad, the student must complete the Pre-departure form for institutions and students with the ILO (Section 3). The form must be faxed to Rachel Lalonde, Administrative Officer, Students for Development program at (613) 563-9745.

2.2.5 Supplementary medical insurance

Students are required to purchase a supplementary medical insurance that is appropriate for the host country’s context. The insurance must be in effect on the day of departure from Canada until and including the day of return.  The student must advise AUCC if once abroad, he/she plans to extend their internship/travel dates.  They are responsible for ensuring that their travel insurance is also extended accordingly.
2.2.6 Registry of Canadians Abroad (ROCA)

Before departure, the student must register online with the Registry of Canadians Abroad (ROCA) managed by the Department of Foreign Affairs and International Trade Canada (DFAIT). Information about the ROCA system and the registration process can be found at https://www.voyage2.gc.ca/OLRPUBLICDFAIT/olrportal.aspx?Page=Start .
When completing question 13 of Section A (Status in Destination Country), the student must indicate “Visitor Work” (the last option on the list).

Upon arrival in the country of destination, the student must contact the nearest Canadian mission and request the activation of your ROCA registration. This can be done by telephone, e-mail or in person. 

2.2.7 Travel advisories 

CIDA requests that interns and their universities maintain a high level of security awareness at all times and regularly consult DFAIT’s travel reports and warnings by visiting www.voyage.gc.ca/countries_pays/menu-eng.asp

 HYPERLINK "http://www.voyage.gc.ca/consular_home-en.asp" 
 to learn more about the security situation in the country of internship.

In addition, upon DFAIT’s release of any travel report or travel warning that raises concerns about the security in the country of your internship, CIDA may issue a written notice which could include the cancellation of the internship, the limitation or the suspension of internship activities, or the evacuation of interns. Interns who fail to comply with CIDA’s written notice will be deemed to act at their own expense. 


2.3 Internship implementation responsibilities
By signing the application form, your university and your student agreed to undertake all the internship activities outlined in the document. We trust that by accepting the internship, you and your student are in agreement with these requirements.  

2.3.1 Carrying out the internship work plan  

Interns are reminded that fulfilling the internship work plan in a professional manner is their number one priority while in the developing country. 

2.3.2 Security concerns 
Your student is responsible for maintaining a high level of security awareness at all times. Upon DFAIT’s release of any travel report or travel warning that raises concerns about the security situation in the country of internship, AUCC will contact you and your student to follow up accordingly. 

Your student is responsible for informing you and AUCC of any major concerns or issues that could jeopardize his/her personal safety throughout the internship.  

The closest Canadian embassy/consulate can assist interns in case of emergencies. Please ensure that the student is given the complete contact information.  

2.4  Post-internship responsibilities 

2.4.1 University’s financial reporting

CIDA contribution to universities

Universities must provide AUCC with a financial report (see Section 3) detailing how the CIDA contribution towards the university’s administrative and public engagement costs (up to $2,000) was spent. The report must be submitted to AUCC no later than January 22, 2010.  Universities are not required to submit supporting documentation, but are required to keep it available for three (3) years in case of an audit.  
A cheque in the amount of up to $2,000 per internship will be sent to the university upon receipt and approval of the university’s financial report, the completed questionnaire and the students’ financial report. 
In-kind contribution 

Universities are not required to report on their 27% in-kind contribution (i.e. $2,700 for a $10,000 CIDA contribution) as three AUCC members volunteered to have their internships used as case studies to demonstrate that the required in-kind contribution of 27% is met. These three case studies are therefore allowing other universities to be relieved of their obligation to report on their in-kind contribution. However, please note that all universities need to keep, for a period of three (3) years, supporting documentation to illustrate how the in-kind contribution was met. 
2.4.2 Student’s financial reporting 

There are several steps that your intern must undertake after returning to Canada in order to complete the program’s requirements. Interns who return to Canada by September 15, 2009 must submit their financial report no later than September 30, 2009. For autumn interns, financial reports must be submitted no later than January 22, 2010.   
What are eligible expenses? 

Students have been given very detailed information on how to complete the financial report. You may want to review the categories of eligible expenses listed in the Handbook for Interns (Section 4). These include: international travel, daily per diem as per Treasury Board rates, accommodations, utilities, local transportation, long distance calls, access to internet, mail/courier costs, printing costs, visas, mandatory immunization and medication for the country of internship, bank transfer fees, fees for locally engaged support (i.e. translators and drivers), and project educational materials to be used in the field.   

After the student’s financial report is reviewed and approved by AUCC, AUCC will follow up with your student in three possible ways: 
· If the student’s total eligible and supported expenses reach $8,000 or more, AUCC will send the balance owing ($1,000) to the student via the ILO’s office.
· If the student’s total eligible and supported expenses are more than $7,000 but less than $8,000, AUCC will send the balance owing (which in this case, will be less than $1,000) to the student via the ILO’s office. 
· If the student’s total eligible and supported expenses are less than $7,000, the student has a maximum of 30 days to return the unused portion of the CIDA contribution to AUCC. AUCC will work with you and your student to arrange for the funds to be returned to AUCC.  

Detailed information about the student’s financial report is included in the Handbook for Interns. AUCC will review the student’s financial report and contact the student if questions or concerns arise. All decisions made by AUCC concerning the student’s financial report and the funds received as part of the SFD program are final.  

2.4.3  Public engagement activity 

You and your student must work together to organize a public engagement activity on campus in order to share lessons learned on development, governance, health or environmental sustainability through the internship. More information on public engagement can be found in a document entitled Guide to Public Engagement prepared by CIDA in Section 4. 
Media relations and promotion of your Students for Development internship 

This program represents a great opportunity for all parties involved to demonstrate the important role of universities and students in achieving Canada’s objectives with respect to good governance, health and environmental sustainability in developing countries, as well as your university’s international engagement through internships such as this one. We encourage your university to take full advantage of this opportunity.
The promotion of your involvement in the SFD program can take place locally, nationally and internationally, in print and broadcast media, via events on campus and with a broader public. Such promotional activities can take place before, during and after the internship. Community newspapers, the local and national press, campus radio and specialized magazines are often looking for good news story to feature. You may want to involve your student in promoting your institution’s role in supporting the host partner’s search for innovative solutions to governance, health or environmental challenges.
Please remember that all promotional activities must recognize that the program is financed by the Canadian International Development Agency and the Government of Canada. To that effect, CIDA prefers that the following text be used: 

· English: “Program/project/activity undertaken with the financial support of the Government of Canada provided through the Canadian International Development Agency (CIDA)”;

· French: « Programme/projet/activité réalisé avec l’appui financier du Gouvernement du Canada agissant par l’entremise de l'Agence canadienne de développement international (ACDI) ». 

2.4.4 Questionnaire

You, your student and the partner organization must complete a questionnaire (see Section 3) pertaining to the results achieved and key lessons learned. Your student is responsible for making sure that the questionnaire is completed by all three parties. 
Summer interns who return to Canada by September 15, 2009 must submit their questionnaire to AUCC no later than September 30, 2009.  The report on public engagement activities must be submitted by December 15, 2009.  For autumn interns, questionnaires (including public engagement results) must be submitted no later than January 22, 2010.  This completed questionnaire must be e-mailed to AUCC at sfd@aucc.ca.  If it is not possible to include electronic signatures, a hard copy must also be mailed to AUCC. 

2.4.5 Debriefing session 

Your student may attend an optional debriefing session provided by the Centre for Intercultural Learning (CIL) upon his/her return to Canada. As for the pre-departure training, this debriefing session is free of charge for SFD interns. Should your student need to travel to another Canadian city to receive CIL’s training, CIL will cover travel and accommodation expenses. AUCC will forward the appropriate information to interns upon their return.


Section 3.  Forms  

You will find the following forms in this section: 

Form 1. Pre-departure form for institutions and students 
Form 2. Questionnaire 
Form 3. Financial reporting form for universities 
All forms are also available for download from the AUCC website at: 
www.aucc.ca/programs/intprograms/sfd/sfd_2009_e.html .
     Form 1
  PRE-DEPARTURE FORM FOR INSTITUTIONS AND STUDENTS

Students for Development – 2009-2010 edition

The student and ILO must complete this form prior to the student’s departure in order for the student to receive their first cheque of $7,000.  Please fax a copy of this form to:  Rachel Lalonde, Administrative Officer for Students for Development, at (613) 563-9745. The student information provided in section 1.0 should also be e-mailed to rlalonde@aucc.ca.

1.0  STUDENT INFORMATION

Name of Canadian university: 

Name of University ILO:

Student’s first name: 

Student’s last name:

Student’s date of birth:

Student’s gender:

Student’s home address in Canada: 

Student’s e-mail address:

City and country of internship:

Name of the developing country partner organization:

Contact information of the developing country partner (address, phone number, e-mail):

Departure date:

Return date:

2.0 WAIVER

Part A: Institution

I, _______________________________________ (name of International Liaison Officer), the undersigned, representing the _______________________________ (name of institution), confirm that an appropriate pre-departure orientation specifically tailored to the local context and the level of risk related to an internship in __________________________ (name of country) was provided to our student _____________________________________ (name of student under the Students for Development program) by ___________________________________________ (either the name of institution or the Centre for Intercultural Learning) on _________________________ (date). 

In addition, I fully understand that the Government of Canada, the Canadian International Development Agency, the Association of Universities and Colleges of Canada, their employees and agents, will not be liable for claims in respect of the death, or any disease, illness, injury or disability, or loss or damage to property, or costs related to his/her evacuation which may be suffered by _____________________________ (name of student), as a result of his/her participation in the program. 

Signature of ILO: ______________________________   Date: ____________________

Part B: Student 

I, __________________________________________ (name of student under the Students for Development program), the undersigned, confirm that I received an appropriate pre-departure orientation specifically tailored to the local context and the level of risk related to an internship in ________________________ (name of country) by _________________________________ (either the Name of institution or the Centre for Intercultural Learning) on _______________ (date).

In addition, I fully understand that the Government of Canada, the Canadian International Development Agency, the Association of Universities and Colleges of Canada, their employees and agents, will not be liable for claims in respect of death, or any disease, illness, injury or disability, or loss or damage to property, or costs related to my evacuation which I may suffer as a result of my participation in the Students for Development program.  

Signature of Student: ____________________________   Date: ____________________

3.0 TRAVEL INSURANCE 

I, ____________________________________ (name of student intern), travelling as part of the Students for Development Program, have travel insurance that is appropriate to the host country’s context.  The insurance with policy number _____________ is provided by __________________________ (name of travel insurance company) and is in effect on the day of departure from Canada until and including the day of return.  I will inform AUCC if these travel dates/ internship dates change.

Signature of Student: ____________________________   Date: ____________________

Signature of ILO: ______________________________     Date: ____________________

4.0 REGISTRY FOR CANADIANS ABROAD

I, _______________________ (name of student intern) have registered with the Registry of Canadians Abroad (ROCA) managed by Foreign Affairs Canada. 

Signature of Student: ____________________________   Date: ____________________

5.0 DISCLOSURE AGREEMENT (optional) 
I, the undersigned, give permission to the Association of Universities and Colleges of Canada (AUCC) and the Canadian International Development Agency (CIDA) to use names, photographs and quotes from my internship questionnaire as I provide them to AUCC for materials used to promote the Students for Development program worldwide. 

I hereby confirm that I will properly received permission from all rights-holders, including all contributors to the questionnaire as well as photographers (myself or others) for all photos that I submit to AUCC.  I will also ensure that AUCC is provided with all necessary credit information for the photos. 

Signature of Student: ____________________________   Date: ____________________
    Form 2
Internship questionnaire

Students for Development – 2009-2010 edition 

DEADLINES:  September 30, 2009 for summer interns (i.e. those who return to Canada by September 15, 2009) and January 22, 2010 for autumn interns.  For summer interns, a report on public engagement activities and results must be submitted by December 15, 2009.  The information you provide will be compiled for CIDA reporting purposes and used for the development of the SFD brochure.  Note that the questionnaires may also be shared with the Canadian International Development Agency (CIDA).

	IDENTIFICATION

	University’s name


	Name:

	Intern’s name


	First name:                                        Last name: 

	Intern’s program, level (i.e. Bachelor, Master, PhD), and year


	Program:                                           Level:                             Year: 

	Intern’s age and gender


	Age:                                                   Gender: 

	Location of internship


	Country:                                             City: 

	Dates of internship
	Departure:                                           Return:



	Internship sector of focus (governance, health or environmental sustainability)


	Sector:

	Name of the main developing country partner (host organization)


	Name: 

	Mandate of host organization (50 words)


	Mandate:

	Number of people working at the host organization


	Number:

	Estimated number of beneficiaries reached by the host organization in 2009 


	Estimated number:



	Name of the second developing country partner (host organization), if applicable


	Name: 

	Did this internship involve a faculty member from the developing country’s diaspora?


	Yes/No:

	Section I :  INTERN’S COMMENTS

	Internship objectives and expected results (300 words):

· Copy and paste from original application.

	

	Actual results achieved during the internship (400 words):

· List the key results of your internship (e.g. needs-based assessment, policy paper, good practice manual on governance, guidelines, workshop, conference, program evaluation, survey, etc) including those related to gender issues.

	

	Variance between expected results and actual results, if any.

· Explain variances between expected and actual results, if applicable. Variances are normal given changing contexts/situations.

	

	Success stories (200 words):

· What was the most successful aspect or element of your internship?

· Why was this aspect or element such a success?


	

	Key lessons learned regarding internship sector of focus (governance/ health/or environmental sustainability) (300 words):

· In what way is governance/health/or environmental sustainability essential to development?

· What are the links between gender and the sector?

· What do you know now about the sector that you did not know prior to your internship?


	

	Personal impact of your internship (150 words):

· How has this internship changed your views of the world, of developing countries as well as your outlook on a different culture?
· How has this internship affected you at the personal level and/or changed you?
· How has this internship influenced your future career path?

	

	Summary of the public engagement activities and results (300 words):

· How many public engagement activities did you organize? (If more than one, please answer the following questions for each of the public engagement activities)

· What was the format of your public engagement activity (e.g. presentation in class, workshop, conference, blog, etc.)

· When and where did you organize your public engagement activity?

· How many people attended your public engagement activity (estimated # males vs females)?

· Who was the audience (e.g. students, faculty members, community members, Members of Parliament, etc.)?  What was the feedback?

· What were the main results of your public engagement activity/ies (e.g. shared lessons learned on governance, health or environmental sustainability with other students, results of internship integrated into a course, other students interested in sector(s), liaison with representatives of the developing country diaspora, etc.)?

· Did your internship receive media coverage? Type and name of media (e.g. campus newspaper or radio, TV, radio, newspaper, magazine, etc.)

· Please include a copy of any presentation or material used for public engagement activity/ies.  Also include copies of all articles and website links.
· NOTE FOR SUMMER INTERNS ONLY:  Summer interns who have not completed their public engagement activities by September 30, 2009 may e-mail a separate report with this information to Rachel Lalonde at AUCC (rlalonde@aucc.ca) by no later than December 15, 2009.

	

	Which of the following tools did you develop or activities did you perform with the support of the host organization? (you may check multiple boxes)

( Collect survey and baseline data 
( Conduct research
( Develop training materials

( Organize/deliver workshop(s)
( Develop new systems
( Prepare policy documents and reports

( Prepare proposals
( Conduct advocacy
( Assist with networking

( Other 

The internship provided you with the opportunity to strengthen which of the following skills?

( Organizational
( Interpersonal 
( Networking
( Communications
( Language

( Other 

Please rate each of the following statements where 1= disagree, 2= agree, 3= strongly agree

The internship was in line with my field of study 
1
2
3 

I received mentoring from my university
1
2
3 

I have increased my level of knowledge of the sector (governance, health, environment)
1
2
3 

I increased my understanding of development issues
1
2
3 

I was able to make a positive contribution to the needs of the host organization
1
2
3 

I expect that the work I did is sustainable and will be continued by others after I leave/
1
2
3

or have spin off effects
                                 

I have increased my level of cross-cultural understanding as a results of the internship
1
2
3 

I have enhanced capacity to engage in development
1
2
3 

The internship was in line with my career aspirations
1
2
3 

The internship will increase my employability
1
2
3 

Overall I am satisfied with the internship
1
2
3

Would you recommend the SFD program to others?
( Yes
( No



	Recommendations for future internships  (optional)


	

	Section II:  COMMENTS FROM HOST ORGANIZATION IN THE DEVELOPING COUNTRY

	Main results achieved during the internship (400 words):

· From your perspective, what were the key results of this internship including those related to gender issues?

· What was the value-added of the intern’s participation to your organization’s work?

· What was the impact of this internship on your key beneficiaries/ stakeholders?


	

	Key lessons learned regarding the internship sector of focus (governance/ health/or environmental sustainability) (300 words):

· During this internship, what were the lessons learned for your organization regarding the sector of focus, and including those related to gender issues?

	

	Success stories and interesting innovations (200 words):

· What was the most successful aspect of this internship?

· Why was this aspect such a success?

· Were there interesting innovations developed during this internship?


	

	Medium-term impact of internship (200 words): 

· Can you foresee what the medium-term impact of this internship will be on your organization’s work?

· Will this internship have a multiplier effect on your organization’s work or the services it provides?


	

	Please rate each of the following statements where 1= disagree, 2= agree, 3= strongly agree

The intern was able to make a positive contribution to the needs of our organization
1
2
3 

The intern assisted our organization in delivering our mandate
1
2
3                              

I expect that the work the intern did is sustainable and will be continued by others after 
1
2
3

she/he leaves or that it will have spin off effects
                                                                                                                      

I have increased my level of cross-cultural understanding as a results of the internship
1
2
3 

Overall, my organization is satisfied with the results of this internship
1
2
3



	Recommendations for future internships  (optional)


	

	First name:                                          Last name:



	Title:

	Section III: COMMENTS FROM THE UNIVERSITY’S INTERNATIONAL LIAISON OFFICER

	Main results achieved during the internship (300 words):

· From your perspective, what were the key results of this internship, including those related to gender issues?

· How did your university benefit from this internship?

· What was the value-added of this internship to your university?


	

	Key lessons learned regarding the internship sector of focus (governance/ health/or environmental sustainability) (200 words):

· During this internship, what were the lessons learned for your university regarding the internship sector of focus, and including those related to gender issues?

	

	Potential for further work with this developing country partner (200 words):

· Are you planning to continue working with this developing country partner?

· What are your plans (e.g. institutional agreement, proposal for a follow-up project, etc.)?


	

	Was this internship based or linked to any other funded program (CIDA or other)?

· If yes, please specify the name of the program and source of funding.
· If no, was this the first time you worked with this partner?

	

	Level of interest in this program:

· What methods were used to promote the program?

· Number of information requests you received from students?

· Number of information requests you received from faculty members?

· Number of information requests you received from developing country partners?

· Number of internships your university developed?

· Number of students who applied for this particular internship?


	

	Recommendations for future internships  (optional)


	

	ILO’s signature


	Signature:                                                                          Date:

	This completed questionnaire must be e-mailed to sfd@aucc.ca.   If it is not possible to include electronic signatures, please also mail a hard copy to:

Students for Development program

Association of Universities and Colleges of Canada

350, Albert street, suite 600

Ottawa ON   K1R 1B1
Should you have any questions about this questionnaire, please contact sfd@aucc.ca or call (613) 563-3961, ext 303.


       Form 3

FINANCIAL REPORT FOR UNIVERSITIES 
Students for Development – 2009-2010 edition

***Please return the completed form to sfd@aucc.ca no later than January 22, 2010. If it is not possible to include an electronic signature please also mail a hard copy to AUCC.
	Name of university:



	Name of intern: 



	Name and phone number of person who completed this report:



	A) Management 
	Amounts
	Supporting documentation 



	· Personnel, including faculty members


	Person 1:

Number of days:

Daily rate:

Total: 

Person 2:

Number of days:

Daily rate:

Total: 

Person 3:

Number of days:

Daily rate:

Total:
	· Time sheets

· Please use following formula to calculate daily rate: 

Annual direct salary + Annual fringe benefits

                                 260



	· Reimbursable expenses such as long distance communication, mail and courier costs, translation, printing and production costs, etc. Travel by faculty to meet with interns and the host organization in the internship country may also be covered. 
	
	· Original receipts (optional)

· If including travel expenses, indicate the dates abroad, the location and the daily per diem rates used.  Also provide costs of accommodation.  

	Total management (A)


	
	

	B) Public engagement 
	Amounts
	Supporting documentation 



	· Personnel, including faculty members


	Person 1:

Number of days:

Daily rate:

Total: 

Person 2:

Number of days:

Daily rate:

Total: 

Person 3:

Number of days:

Daily rate:

Total:


	· Time sheets

· Please use following formula to calculate daily rate: 

Annual direct salary + Annual fringe benefits

                                 260



	· Reimbursable expenses such as long distance communication, mail and courier costs, translation, printing and production costs.
	
	· Original receipts (optional)

	Total public engagement (B)
	
	

	Grand Total (A + B) =


	
	


Name of ILO or Financial Officer:  ________________________________________
Signature of ILO or Financial Officer:______________________________________

Date:  _______________________________________________________________


Eligible Cost Elements

Subject to the maxima set out in Treasury Board and CIDA policies, including the provisions of

the Technical Assistance Handbook (www.cida.ca) the following costs may be reimbursed by

CIDA:

1.1. Remuneration:

Employees: Daily remuneration rates applicable in Canada and abroad to the Organization's employees.

Rates include:

i) direct salaries: actual sums paid to employees as regular salary, excluding overtime pay and overtime bonuses and not exceeding the market rates forthe specific type of service;

ii) fringe benefits, including:

· paid absences: statutory holidays, annual vacation and sick leave, in accordance with the Organization's policies;

· paid benefits: the employer's contribution to employment insurance and workers' compensation plans (where applicable), health and medical insurance, group life insurance, pension plans, etc., in accordance with the Organization's policies;

iii) the daily remuneration rates calculated as per subparagraphs i) and ii) shall be applied to the number of days worked (including travel time overseas), based on a 7 hour day, up to a maximum of 5 days per week in Canada, and up to a maximum of 6 days a week overseas, as shown by time sheets and payroll register. Unless otherwise previously approved in writing by CIDA, an employee shall take at least one day off after 6 consecutive working days. Rates for working days of less than 7 hours shall be prorated based on hours

worked. The daily remuneration rates shall be calculated as per the following formula:
Annual direct salary + Annual fringe benefits
260

1.2 Reimbursable expenses: 
The actual and reasonable expenses directly related to the implementation of the Project, such as:
i) the actual cost of Subcontractors’ fees to a maximum of twenty percent (20%) of the total remuneration eligible under the Agreement. Individual rates shall not exceed the market rates that apply to the specific type of service;
ii) the following living and travel costs in accordance with the Organization’s policies but not exceeding the Treasury Board Travel Directive and Special Travel Authorities:

· cost of commercial transportation based on the lowest possible economy fare using the most direct routing. Full fare economy airline tickets can be used only on an exceptional basis, such as unforeseen travel on very short notice, and shall be substantiated by the Organization. Wherever practical and available, the services of Canadian carriers shall be utilized;

· cost of meals, accommodation and incidentals not exceeding the Travel Directive;

· other costs allowed under the provisions of the Treasury Board Travel Directive for "travellers" as opposed to "employees"

iii) long distance communication, mail and courier costs;
iv) translation and word processing costs, printing and production costs associated with Project reporting and production of reading material;

v) bank transfer fees; and
vi) actual and reasonable costs associated with public engagement activities as detailed and approved in the Annual Workplan and as reported on in narrative progress and financial reports.
Section 4. Appendices 
You will find the following documents in this section: 

Appendix I    
Key website hyperlinks
Appendix II   
Pre-departure orientation package 

Appendix III 
Guide to understanding and distinguishing public engagement 

                and knowledge-sharing

All documents are also available for download from the AUCC website at: 

www.aucc.ca/programs/intprograms/sfd/sfd_2009_e.html .
APPENDIX 1

KEY WEBSITE HYPERLINKS
AUCC 

· Students for Development program 
CIDA General

· Mandate 

· Millennium Development Goals (MDGs) 

· Policy Suite 

· Regions and Countries 

Results-Based Management

· 2008 - Results-Based Management Policy Statement 

· Presentation of the Amended key RBM Terms and Definitions
Governance

· AUCC Guide to Key Concepts in Governance and Development – SFD Handbook 2008
· CIDA Governance Policies
Health

· CIDA Health Policies 
Environment 

· CIDA Environmental Sustainability Policies 

· Environment Handbook for Community Development Initiatives,

· Accompanying Document: Additional Resources



Gender

· CIDA’s Policy on Gender Equality 

· CPB’s Frameworks for Integrating Gender Equality
· CPB’s Examples of Gender Equality Results Statements
Capacity Development 

· Capacity Development Activities and Results Table (Examples)
Sustainability

· Sustainable Development Strategy 2007-2009
Other Links

· Travel Reports and Warnings
· Treasury Board Travel Directives

· 

 HYPERLINK "http://www.dfait-maeci.gc.ca/cfsi-icse/cil-cai/" 

Centre for Intercultural Learning

APPENdix II
Pre-departure orientation package

Overview of the content to be provided to participants

One of the most important aspects of this program is the provision of a thorough and robust pre-departure orientation for the students involved as they will be traveling to developing countries or countries in transition. A pre-departure orientation should provide students with important information on the risks and responsibilities associated with working in a developing country.

Local context and related issues

The students participating in the program must be provided with specific local information regarding the management of risks related to:

1. social context

2. political context

3. cultural context

4. legal context

5. religious context

6. gender issues

7. environmental hazards

8. disabilities and special needs

9. potential corruption

10. currency trading

11. sexual orientation

* NOTE: The Country Insights section of CIL’s website is very useful in this regard and can be

found at www.intercultures.ca/cil-cai/countryinsights-apercuspays-eng.asp .
Cross-cultural issues

Students could face unsettling situations while overseas. Having discussed beforehand the following topics will help them manage the stress associated with this type of situations:

1. culture shock

2. cross-cultural communication

3. body language issues

4. conflict prevention

Personal safety and risk management

Students must receive safety information related to:

1. main risks related to the region

2. crossing borders

3. safe transportation

4. safe accommodation

5. traveling alone

6. being in public or in crowds

Health considerations

In addition to consulting a travel clinic or a physician, students must be provided with the following information:

1. health insurance

2. immunization (see www.phac-aspc.gc.ca/tmp-pmv/well-way_bon-depart-eng.php or                                    www.who.int/en/ for more information)

3. medical care abroad in English/French

4. medication

5. adapting to the local climate

Emergency preparedness

In addition to being provided with emergency contact information at the Canadian institution, 

students must receive information about:

1. registering with the nearest Canadian mission (see 

www.voyage.gc.ca/main/sos/rocapage-en.asp for instructions on registration before departure

and activation of registration once in the host country)

2. contact information for Canada’s 24/7 Emergency Operations Centre (see 

www.voyage.gc.ca/contact/emergency_urgence-eng.asp for more information)

3. local emergency/fire/police phone numbers or equivalent of “911”

4. identification of other local support resources or networks

5. identification of potential scenarios for emergency evacuation or repatriation

Appendix III

Guide to Understanding and Distinguishing

Public Engagement and Knowledge Sharing

	Aspects
	Public engagement
	Knowledge-sharing

	Goal
Why?
	To increase Canadians’ level of awareness and understanding of international development issues and to promote the active engagement of Canadians, both in Canada and overseas.
	To expand the base of knowledge and lessons learned on development, governance, health, and environmental practices and build communities of interest and practice on these issues.

	Target groups, target audiences
Who?
	· Canadian public 

· Parliamentarians (and all elected representatives)

· Media

· Youth

· Diaspora communities

· Community-based groups and organizations

· Professional organizations

Target groups are varied in their composition and level of awareness and knowledge. The focus is on educating the Canadian public about development, governance, health and environmental sustainability issues.
	· Researchers on governance/health/environmental sustainability

· Academics working on these issues

· Development practitioners 

· Policy-makers

· Specialized consultants

Target groups are development experts involved in governance/health/ environmental/development research, policy and practice. They come from the public, private, voluntary, and academic sectors. The focus is to grow the identity and sharing capacity of communities of practice within and beyond Canada.

	Content
What?
	· Governance/health/environmental issues in the development context (analysis of root causes, reform issues, and strategies for solutions)

· Personal/professional volunteer experience, insights, and lessons learned

· Insights on working cross-culturally

· Less-specialized governance/health/ environmental content; can include other aspects of experience overseas
	· Specialized knowledge of governance/health/environmental and development issues

· Lessons learned and program impacts

· Content is context-specific (locality, country, region)

· Specialized governance/health /environmental and development content with a focus on what works, what does not, and where and why

	Approach
	· More subjective perspective, can include personal story and opinions

· Can integrate Southern partner’s views

· Adapts language to target audiences

· Does not assume base of knowledge on governance/health/environmental sustainability 
	· Must present facts in an objective manner

· Must integrate all stakeholders’ views

· Uses a more complex level of language

· Must build on current base of knowledge and expertise in governance/health/environmental sustainability


APPENDIX IV

PRIVACY POLICY FOR THE STUDENTS FOR DEVELOPMENT PROGRAM
The Association of Universities and Colleges of Canada (AUCC) is committed to respecting and protecting your privacy, by following responsible information handling practices in keeping with the federal Personal Information Protection and Electronic Documents Act, as well as any applicable provincial privacy legislation. 

AUCC developed a Privacy Code which outlines the principles and guidelines by which the association operates to protect the personal information that we collect, use or disclose about individuals in the course of our operations. This Privacy Code applies to the Students for Development program and can be found at www.aucc.ca/privacy/index_e.html.

The Students for Development program is funded by the Canadian International Development Agency (CIDA) and AUCC administers the program on behalf of CIDA. CIDA is subject to the federal Privacy Act in respect of its collection, use, disclosure, access and retention of personal information in connection with the Students for Development program. 

How we collect information from you and what we use it for

We collect personal information that you provide to us by completing your internship questionnaire. We gather this information in a database protected by passwords. We use the information from this database to generate aggregate statistical information about the program in order to asses its impact and to provide a program report to CIDA. The aggregate data does not contain personal information. 

We also use quotes and photographs from questionnaires and case studies in materials used to promote the program worldwide. In many cases, we also cite students’ names, disciplines and affiliation. 

We do not use the Students for Development program information for other AUCC programs and apart from the uses mentioned above, we do not share your personal information with other parties. However, we may share your personal information with the program’s funding agency, CIDA. 

Who has access to personal information 

Subject to the exceptions listed above, AUCC and CIDA staff working on the Students for Development program will have access to your personal information. Your personal information will be kept with appropriate security safeguards, including password protected electronic files and locked paper files. 

Your control over your personal information in our database 

If, at any time, you wish to view or update your personal information in our database, you may do so by contacting the manager of the Students for Development program in writing at sfd@aucc.ca.

For more information on AUCC’s privacy policy 

Privacy officer

Association of Universities and Colleges of Canada

350 Albert Street, Suite 600

Ottawa  ON  K1R 1B1

(613) 563-3961, ext. 234

privacy-protection@aucc.ca



Pre-departure checklist





Sign the pre-departure form for institutions and students, and ensure that it is faxed to AUCC.





Ensure that the student obtains supplementary medical insurance.





Ensure that the student registers with the Registry of Canadians Abroad (ROCA) managed by DFAIT.





Provide the student with a thorough pre-departure orientation or facilitate the student’s participation in CIL training.





Forward the first portion of the CIDA contribution ($7,000) to the student once the cheque is received.

















Post-internship checklist





Work with your student to organize a public engagement activity on campus upon his/her return to Canada.





Complete the university’s section of the questionnaire. Summer interns must e-mail the questionnaire to AUCC by September 30, 2009 while the deadline for autumn interns is January 22, 2010.





Inform your student when the cheque for the balance owing (up to $1,000) arrives at your office, OR work with your student to arrange for the unused portion of the CIDA contribution to be returned to AUCC.





Complete the institutional financial report and e-mail a copy to � HYPERLINK "mailto:sfd@aucc.ca" ��sfd@aucc.ca� no later than January 22, 2010.
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Students are strictly prohibited from claiming their Students for Development expenses under another program, whether or not it is managed by AUCC or your university. 





See next page for a list of eligible cost elements under CIDA programming













